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15 April 1970 


MEMORANDUM FOR THE RECORD 


SUBJECT: ORD/DDS&T Conference Room Utilization - 
Ames Center Building 


“sS. Whe attached tabulation of usage of conference rooms as 
scheduled by ORD/DDS@, Ames Center Building has been completed for 
the period 1 January through 20 March 1970. The number of conferees 
versus the size of the conference room used was not recorded and s0 
eould not be considered in this analysis of ORD conference room utili-e 
gation. 


2, It was noted that the Office of Personnel Conference Room 
located in Room G02 was utilized 10% of its available time by ORD and 
this conference room was used at least once during each of 23 of the 
55 workdays of the perlod of time under study. 


3, he utilization rates of the six ORD conference reoms indi- 
cate that improvement can be realized by more effective scheduling; this 
eould result in a saving of space. Of the totel of 2,640 conference 

hours only 1,008 or 38% were used. This is a very low utilization 
factor even though of the total of 330 conference roon/days covering 
the period being analysed 279 or 85% were encumbered at least once 
during each room/day. 


% of Hours % of Days 

Yttiized Ytilized 
1) Room 607 39 85 
2 Room 517 43 98 
\3 Room 617 58 96 
Reom 717 33 73 
5 Room 725A 2T 80 
6 Room 725B 29 80 


Overall 36% (1008 of 2640) 85% (279 of 330) 
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h, ‘TI Agsigned Conference e 
1) 2) Room 517 : 
y 5 Room rau \ ee CRAMS Idets Rm. 617 »w/60T 
1) 2) Room 617 ' 300 
Sub tota.'1000 
Room 707 150 PH Partition 
Room TOT 150 Storage and Corridor 
Room 716 170 Office 
2) Room 71T 285 
1) Room 725 200 Empty 
3} Room 725A 140 
2 Room 7253 1ho 
Sub total 1235 (CRAMS Lists 1235 sq. ft. for 
reom 725) 


Assigned Space 2235 
1) CRAMS Listings dated 5 March 1970 
2) 4x locations ourrently used as Scheduled Conference/Briefing Room. 


5. It is recognized that a 100% utilization of all conference rooms 
is not possible. A comparison of “Hours Used" versue "Hours Not Used" 
ever the sample study period shows that improved scheduling could satisfy 
the conference load with fewer conference rooms. For exemple, as shown 
below, the 248 hours of Conference Time in rooms 725A and 725B could have 
been easily spread throughout the other four conference rooms and still 
leave 752 available conference hours as unused time. Space is sufficiently 
at a premium thet this special effort is warranted, even though an officer 
would prefer to have a conference room which he could use located next to 
his office or at Least on the same floor. 


Hours Used Houre Not Used Hours Available 


1) Room 607 172 268 
2) Room 51T 189 
3) Room 617 296 185 
4} Room 717 1 296 
5) Room 725A 120 320 
6) Room 725B 128 312 
Totals 1008 (28%) 1632 (62%) 2640 (100%) 
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‘ er analysis reveals that of the totel of 2235 
eq» Ps Pi gobyestecmpebeag boeees e@ in CRAMS ag assigned to ORD/DDS&T : 
only 1565 sq. ft. is currently used as conference space. The balance : 
670 sq. ft. is being used for storage, reproduction, walk-through, emptys 
ate. Re-evaluation of the following locations is advisable: 


Room TOT 300 sq. ft. 
Roor OG 170 aq. ft. 
Reem 725 200 aq. ft. 
Room T25A thO sq. ft. 
Room T25B 140 aq. ft. 


Total 950 sq. ft. 
Poseible Conference/Briefing Space Reduction 


(2) oa > oh - (Hextemm) 


(2) oe = 21%  (Minimm) (Suite 725) 


. Recorded information, assembling and analysic of deta, and 
secs ieee reflect the possibility for space sevings. This study ar 
mainly based upon an analysis of ORD records of conference room use. 
thorough space management effort covering Agency conference space would 
eell for 4 personal examination of ORD requirements for conference/ 
briefing type space including the functions supported by such facilitics. 
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Orig. ~ OL/BPS/Subject File - Ooference Rooms 
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ORD/UDGME CONFERENCE ROOM UTILIZATION ~ AMES CERTER BSILDING 


p. Room Ho. = OE Si 


e 
B 
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wat 
don, (2 Mertens = 1 Is) so. 


15.2 Th. 58 89.92 6.75 32.75 38.0 372.67 

% 9.2 Lh lk 33-5 33.8 4 5 ae eg 

2 20 1A 

Pears? $ dees 95.3 95.3 190.0 lk 6.7. 61.9 81,8 

Bre ee sara 11.0 8.5 64.5 .17 50.0 5D 57.0 378.17 
% 7.25 38.5 Led 6 32.9 32.9 37.5 kik 

Days Used 9 1T 19 LT 6 15 Ai 

47.3 89.5 100.0 8.5 — 8B.5 8.2 79.0 5.0 

oe apogee : en 16.0 38.75 £4.25 66. RT.0 37.25 33.0 256.75 
13-3 32.4 36.8 = 0 Ue at 

ays Use 10 15 ; 
evens 6.7 6.7 100.0 100,0 50.0 93.3. 86.7 87.8 


otal (55 Workdays = 440 hrs) 
- gg el Used 42,5 xn-83 189.42 254. 


% = Utilization Rate of Hours Used or Days Used 
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